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I JOB SUMMARY
e ey

Incurbent servas ss a special assistant to the Legislative Coursel.
The Legislative Counsel plans, directs, coordinates and accaplishes Agency
activities somected with logislative and related mtters irvolving relations
with Congress and other government agenciss. Ircunbent nrovides srofessionmal,

Ti DUTIES AND RESPONSIBILITIES

A, Reviews Congressional Record dally, for the purpose of maintaining
current awarensss of proposed legislation, committeo activity, progress of
bills toward enactmant, etc., with rezpect to all matters of Congressioral
sctivity in which the Agenoy has an interest, Informg Agenoy oomponents
regarding information deemed of particular interest:to the oomponents; for
example, informs OSI of pending Congressionsl astivity on matters comcerned
with missile programs. '

B. Supervises the program of obtaining and reviewing proposed
hgi&timmiwmyhmahmmmm'umsmﬁh of interest
to the various Agency componerts, Aralyzes bills for information thercin
of possible Ageney intersst and routes them to Agency cospononts eoncerred
for thelr infermation and for comment where higher ezhelons deterwine
expression of an Acensy viewpoint is desirabls, or reguired,
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furnishes backzround information to reviewing corponents, as ap roprate,
Irom own knowledge or from supplementary information obtained through
lisison with members of Congress or their staffs, or from other acencies.

Ce Incumbent reviews various comments received, resolvep or
arranges for the remolution of any problems, and drafts a consolidated
comrant {or transmittal to hicher echelons throush incumbent's surerior,

Dy Acts as a two-way liaison point with Congressional committees,
contacting the committ es to obtain data on committee activities concerning
which Agency components deaire information, and, in rescomee o Committee
inquiries, providing informstion scught from the Agency or farming out
queries to Agency compoments for formulation of rapliss,

Le Receives correspondence from members of Congress raspecting
referrals of prospective Agency smployees, refers them to Office of
Persornel, and reviews responses preparad by Office of Persormeal,

Fo. Kesping informed on times, itineraries, etc, of overseas
travel of membars of Congress, advises DD/P Areas Divisions concerned, and
raquesta Office of Operations teo debrief auch travellsrs on thelr retum,
if to & location ocutside Washington, 1f debriefings are conductod in
Washington, they are done by the Office of Central Ref=rence and Lagislat:ve
Counsel or incumbent accormanies the (Cit debriefear,

Ye Performs assignments assisting superior in any area of his
functions as Legislative Counsel, These ray include, for example,
substantive legal ressarch and nresentation of facts, conclusions, and
recormendetions with respect to legal implications of new or existing
legislation, administrative staff studies om the workings of various
programs within the area of concern, such as the debriefing program for
congrassional travellers, or any other requirement of his superior,

Incurbent may attend meetings and represent his superior in that individusl's
absences or as requirsd,

He Ap required, engages in liaison with courterparts in other
Uovernment agencies, exchanging or procuring views and informetion repardirg
legislative matters of mutual concsrn,

I. Performs rolated -rofessional and administrative Juties as
regulred,

SUPERVISIUN AND GUIDANCE RECKIVED

Incumbent works under the general supervision of the Lecislative
Counsel, The Legislative Counsel reports directly to the DCI. Incumbemt
is administratively under the Generwl Counsel. Work assipnments are reccivod
Trom the Legislative Counsel in =ither oral or written form., Corresnondonc.
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prepared for signature at higher levels is normally reviewed by the

Legialative Counsel as well as the levels at whieh signed, 4dditionsl

guldence is svailables in the form of Ageney and Office regpulations,

notices, and directives, manuals, source holdings of law libraries, verious
forms of Congressional publications ard those of other agencles, infor-ation
obtained from points with which lisison and coordination are had, and precedents,
Within this framework, incumbent of necessity operates with a hich dagres

of Independent Judgment in the details of his assigrments since his superior,

in addition %o serving as Legislstive Counsmel, is occupied wdth & wide

variety of other duties in his vapacity as Deputy General Counsal,
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